ePROCUREMENT 8.8

REASSIGN CERTIFIER

Many Purchase Orders (POs) are setup to require that invoices/vouchers be certified by a
Certifier prior to payment by Accounts Payable (AP). A Certifier can be any individual at the Lab
who can determine that an invoice accurately reflects the work that was performed by the
vendor under the terms of the PO. The original PO Certifier is entered by the Procurement
Department Buyer onto the PeopleSoft Purchasing ModTable.

When the PO's Certifier is on leave or no longer at LBNL, the system automatically sends an
email (see below) to the Certifier's supervisor, the requester, or the buyer. The original
Certifier's supervisor or requester should certify the invoice, as explained in the email. In
addition, POs and vouchers assigned to the original Certifier need to be changed to another
appropriate Certifier at the Lab. The Certifier on the PO can be changed by:

1. The Buyer changing the Certifier on the Purchasing ModTable screen OR
2. The current Certifier's supervisor or the Buyer on the Reassign Certifier screen.

This topic will show you how to change the Certifier on the Reassign Certifier screen.

There are two ways to go to the Reassign Certifier screen:

1. Click on the Reassign Certifier link in an email Certification Notice that was re-routed to you.

) [Fwd: TESTING in FMSBOX Rerouted CERT NOTICE - PO3656300 - DATABANK IMX INC] - Thunderbird M=%
File Edit ‘iew Go Message Tools Help
p N ] Q, = \ S
& . 2 B @k N X §| & 8
GetMail  Wrie  AddressBook | Reply Reply Al Forward | Delete  Junk Print  Stop
+ Subject: [Fwd: TESTING in FMSBOX Rerouted CERT NOTICE - PO3656300 - DATAB! From: Steven Chan 4:30 PM
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Date: Wed, 21 Jun 2006 11:42:34 -0700 (PDT)

To: SChan@lblgov

CC: SChan@Ilbl gov

CERTIFICATION NOTICE
To: Singh,Rajinder P (Fax: 510/486-4323)

From: Oshiro,Lisa I Phone: 510/486-4784 Mail Stop: 937-200
hecounts Payable

The following email has been re-routed to you because the Purchase Order's
Certifier, Panomchan, Sukhon, Employee #000658, is on leave or is no longer active at LBNL

You have been selected to certify this voucher hecause you are the certifier's supervisor.
Supervisors and Reguesters should certify this invoice by folloving the instructions below.

You will continue to receive future invoices for Certification under this FO until the
original Certifier is replaced with & new one. To reassign future invoices on this and
other FOs to a new Certifier:

1. Contact the buyer, Jellinghausen,Peggy, Email: 3Chan@lbl.gov or

2. Click on this link to go the Reassign Certifier screen (only for supervisors and

L
hccgs://fmssrvdz.1}3@1/psp/fmsbnx/EMPLOYEE/ERP/.:/LBNL PO.ZP CERT CHG CPT.GEL?Page=2P C|

{Instructions for using this screen are at: http://procurement.lbl.gov/Reassign-Cert.pdf)

Vendor DATABANE IME INC PO#: 3656300 PO Tortal: $42,410.12
Invoice #: 899012482
Invoice Date: 2002-07-31 Amount:  §1,812.00 Voucher#: 00100075

PO
Line
Nao. Project ID imount  Description

8 RPRRO1 §1,762.00 renewal of Subcontract #3E5630

I cercify that the work for the sbove referenced invoice has been
completed. The work performed was within the scope of the Purchase =
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2. Manually navigate to the Reassign Certifier screen as follows:

Log into PeopleSoft FMS

Navigate to, Purchasing | Purchase Orders | Reassign Certifier
Enter the employee # of the certifier who is no longer at the Lab

Press the Search button
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The Reassign Certifier screen is displayed. It shows POs and vouchers assigned to the certifier

who is no longer at the Lab. This screen has 3 areas:

Certification Information (Upper Area)

e Enter the Employee # for the New Certifier you wish to certify future invoices. You can
search for an employee by using the magnifying glass and entering the employee's last

name in the Name box.
¢ Click the Select All and Deselect All links to check or uncheck each of the checkboxes in

the areas below. This is useful for changing the certifier on many POs and Vouchers without

having to individually check each box.

e Click the Reassign button to change the certifier on the POs or vouchers that have the

checkbox checked to the New Certifier.

Assigned Purchase Orders (Middle Area)

This area displays all POs that are setup to be certified by the Certifier who is no longer at the

Lab. Check the box next to each PO for which you want to assign the New Certifier to.

Assigned Vouchers (Lower Area)

This area displays all vouchers that are setup to be certified by the Certifier who is no longer at
the Lab. Check the box next to each voucher that you want to re-assign to a new Certifier. For
each voucher selected, an email will be sent the next day to the new Certifier asking them to
certify the voucher. If you are certifying a voucher through a "Reply All" to AP on the original
email, you should not select the voucher, otherwise, you will receive another email the next day
to certify the same voucher.

2 Reassign Certifier - Microsoft Internet Explorer
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